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Date Recelved Applicetion Te. Date Comapleted

FEB 27 1375

197 front and raverss of thiw forw. Sigm origimal and two copies

nd forwvard _:o Department af Archives and Nistory, Attention: FEB 1 O 19?5 75‘. |z

January 27
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/é O scords Wanagament Officer.
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Georgia Department of Agriculture :
Marketing Division Jack Hardin /5/
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7T.ACTION REQUES|ED - _
@ ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. RO FURTHER ACCUMULATION ANTTCIPATED.

G .Earliest & Latest 9.Exact Series Title
Dates of Series

1354 to Date INSPECTION REPORTS OF WAREHOUSE INVENTORY FILES

10‘What is the function of the office in which this record series is created?

The Division provides services to improve marketing of Agriculture products,
to find new outlets and uses for agricultural products, and to help promote
Georgia products nationally and internationally. It regulates the warehouse
storage facilities for agrlcultural products and 1nspects products for quality
and quantity.

"
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2 - REQUIPKENT OCCUPTIED Ho. aof Drawers Cu. Pt. of Records . Bo. of Dravers Cu. Fr. of Recordn

1.This file contains the following documents (include form numbers and titles, if any,
and file arrangement).

Documents relating to the inspection of warehouse inventories of agricultural
products other than tobacco.

Included are:
Warehouse Examiner's Cotton Inventory form which gives 1nf0rmat10n as to the

number of bales of cotton stored in a warehouse.
Warehouse Examiner's Reconciliation of Cotton Inventory Report.
Inspector's Report - providing information about the inventory of

a warehouse as to kind and amount of agricultural products stored.

Files are arranged by Commodity Warehouse; thereunder, alphabetically by
@ity: and thereunder, alphabetically by warehouse.
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QUESTIONNAIRE Place an "3" In the proper colums. If snaver 1w "IEs." plesse expluin : — WS <NO
13. Is this the Record Copy of the seriés? , , T X1 I ﬁ
14, Is there a duplication of this series in another office or agency? [ [x]
15. Is the information contained in this series ever summsrized or published? ] x]

Attach copy of summary or publicaticn. ’ .
16. Does the seriés contain classified information’requiring security handling? [ 1 xI
17. Does the series initiate, amend or terminate agency policies and procedures? [ 1 xI
18. Could the function be performed if the files were lost or destroyed? x] [ 1]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 1 IX]
20. Does the record series provide data as input to an EDP file? 1 X]
21. Does the record series contain documentation produced as EDP printout? [ 1 [X]
22. Has the Federal Government issued instructions governing the retention/dispo- .[ 1 [X]

sition of these files?

23. Will there be a need for these records 10, 15 years from now? If yes, what? '[_] X]

24. REQUIREMENTS. fThe following requires the files to be keﬁt > years:

a.[]STATE ©b.[]STATUTE OF «c¢.[]AUDIT  d.[]FEDERAL e.[{ADMINISTRATIVE f.[]HISTORICAL
LAW LIMITATION PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)
Experience has shown that a history of a warehouse may be necessary for
litigation for this period of time. :

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -X|CALENDAR YEAR -[]FISCAL YEAR -%k]JOTHER See Relow ,then:

] Hold in the current files area month{s)/ year(s}):
] Transfer to [ ] State Records Center [ ] Local Holding Area; hold year(s):
] Destroy.
] Transfer to State Archives for permanent retention.
] Destroy immedistely after cut-off.

[x1 Other: (Specify)
Inspection Reports of warehouse Inventory Files remain active until warehouse
goes out of business. When warehouse goes out of business and after ware-
house final audit is resolved, withdraw folder from active files and place in
the inactive files. Cut off inactive files at end of each calendar year.
Hold inactive files in current files area five (5) years; then, destroy.

— e e —

(Indicate briefly ratiomale for recommendations above/or write additional remarks): 3

SEE ATTACHED MAINTENANCE INSTRUCTIONS

Recgreds Managemant Of ficer, (Signature) Date

4‘/‘ % “’_ A _ a_ 1/27/75 OTHER REQUIRED SIG’!tlATURES DATE
26. Recommendations |Agency Head/Designee o 7k ‘ %

in paragraph 254ESl Approved Disapproved| (_££(0 A - v 1/27/75

are: ate Auditor/Designee

[STATE RECORD3¢~@Secretoyiffef State/Designee
coMmITTEE ORIV Apipvéd [ 1 Disapproved

1 Apprg yed Disapproved \‘.\\‘. ¢\Q_}:{,\ﬁw\«\ ﬁL\:XJ\ T, QCM
Caup st /(A}f 2/ 575

General/Designee

Disapproved
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MAINTENANCE INSTRUCTIONS for INSPECTION REPORTS OF WAREHOUSE INVENTORY FILES

Georgia Department of Agriculture
Marketing Division - Warehouse Section

19 Hunter Street, SW
Atlanta, Georgia 30334

As the following documents are _updated and filed within folders, remove
and destroy o0ld documents which have been held for the prescribed re-

tention period:

Warehouse Examiner's Cotton Inventory Form. After all cotton has
been accounted for by audit, hold an additional 5 years; then, destroy.

Warehouse Examiner's Reconciliation of Cotton Inventory Report. After
reconciliation, hold 5 years; then, destroy.

Warehouse Examiner's Reconciliation of Grain Inventory Report. After
reconciliation, hold 5 years; then, destroy. - o S




